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OFFICE OF THE SECRETARY OF STATE 

DEPARTMENT OF ARCHIVES AND HISTORY 
. - .... 1.- ,-- ~ . . ~  I -' 

I 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
_~~ _~ ~ 

INSTRUCTIONS: See Publicatioh No. 76-RM-1 for instructions on completing this form. Forward sign,ed driginal to 
Department of Archives and History, Records Management Division, 330 Capitol Aveque. Atlanta, Georgia, 30334. 
Attention: Scheduling Section. .~ 

' I 

! 

FOR RECORDS MANAGEMENT USE 

~~ 

! - .  
.~~ - - ~  ~~rrl- __~-_.-&- - .- _s . .~ -~-__-_-* ._-__ ~ ..,I. I ,-_-_ 

' .  
-- _I_I 

Application Number 

- .- - .. 
Date Completed 

~~ FEE 2 3 ~~ ~- 1984' .~ ~ ~ ~~ L _ M A y  ~ ~ 0 1984 
Telephone Number 

1. Agency Address 
Georgia Por ts  A u t h o r i t y  
Finance D i v i s i o n  
Post O f f i ce  Box 2406 
Savannah, Georgia 31402 

~ 

Working Title 

. 

--r FOR AGENCY USE ! -~~ _ _ _ ^ ~ . _  

Apoiicstion Date 

2/8/84 1 _._-_ ~~~~~ ~ 

' 4 ~ 0 l i ~ t i o n  Numixi 

i 115 

i 2. Person to contact 

,.Jau I L F e t t y  _____=~____~~- .  .-&crxrntant~--~, -- ~ ~ -_~_=  ~~~~~ ~ =(912-) 96429@-._ 
3. Action Requested 

, ~ ~ . .  ~ . ~ _ _ ~ ~ ~ ~  

a. El Estaoiisn Retention will continue to accumulate. ' 

b. 0 Dispose of present accumulation: no further accumulation anticipated. 
Change; 4 Supercede;O~ Void . 

I 
title used in office: if different) 

~ ~~ ~ ~~~~ 

What is the function of the Civirion and the Offi,ce in *ich this recordseries is created? 
! . .  

Latest 

The D i r e c t o r  o f  Finance i s  responsib le  f o r  t h e  accounts o f  t h e  A u t h o r i t y  and es tab l i shes  
and mainta ins accounting methods and procedures f o r  t h e  Au tho r i t y .  
i s  responsib le  f o r  t h e  a u d i t i n g  and account ing p rov i s ions  of a l l  cont racts ,  leases and 
agreements o f  t h e  Au tho r i t y ;  provides p r o t e c t i o n  o f  t h e  assets w i t h  adequate i n t e r n a l  
c o n t r o l  procedures and assures proper insurance coverages f o r  t h e  A u t h o r i t y ' s  p roper t ies ;  
coord inates t h e  prepara t ion  of t h e  annual budget w i t h  var ious  d i v i s i o n s .  Under h i s  
supervis ion,  monthly f i n a n c i a l  repo r t s  a re  publ ished and r e l a t e d  f i n a n c i a l  and c o s t  
data records a re  prepared and d i s t r i b u t e d .  

He approves expenses; 

.. ~. - _ _ _  ~ ~ 

7. Record Series Dergiption This file contains the following documents (include form numbers and tirles, if any): 
.Attach SamDles of the file. I- 

Documents relatmg to:bs+L'Property owned by Georgia Por t s  A u t h o r i t y  i nc I ud i ng equ i pment. 
/t 

Included are: C a p i t a l i z a t i o n  ' f i l e s ;  L i s t i n g  of Proper ty  by Department; L i s t i n g  
I 

of Property by General Ledger Reference #; Subsid iary  l i s t  of 
i nven to r ied  o f f i c e  items. 

File is  arranged: By Subject .  
, , 

. ?  

-. .. - 
I 8. Monthlv Reference Rate 

.. . _ _ ~ _ _ _ _ _ _  ._I___._..-.I- ~ - 
How often are records referred to which are: 

~ . ~~ 

Dai l y  Dai l y  4 Oneto six mdhths old _ ~ _  
twenty-five months and older-~~-.- va r ies  Upon request. 

9. Annual Rate of Accumulation-of Remrdr 
Letter-size drawers --_I. .-; Leyal-size drawers -- "- ; Shelves - 

.,; Seven to twelve months old _____._; Thirteen to twenty-four months old .-; 

._ 

I -~ - - ~. 
I-_ ~~ II -_ 

; Other (specify) ,I___--- 
3 

~. ___  -31__ --... ".-__--~ . ~ - - - I - - ^ - - -  .~ . - - 

I- 
=SO-77; Rev. 76 (Over) 

- ~~ . - ._ . 
. .  

- ~ 



Attach copy or excerpt of laws or regulations. Explain administrative need 
?evSOhd 

. -  
~ - .~ 

This is the file which identifies GPA's owned 'property. 
. A  .~ 

~~ - 

- , . .  . , . ~  ~- . ~~ . ,  ~. . ,  . .  
_.~---~_*--.-L~ L.- __ -~ ..~_*-;.__I__~-~_.__-_I ~- ~~ . 

12. ADO?Ove_d Disposition Instructions .This agency recommends that the file series be cut ort a t  tht end of each: ~ - 

--:--,then, 
, 

0 Calendar Year; &3 f i s c a l  Year; 0 Other -L ____._-.__. 
~~ 

. I  Q Hold in the current fi les  area^ ~~ --month(s) &----year(s); then 
[3: Transfer to local holding area, hold -24L ~ .-year(s); then 
0 Transfer to State Records Center; hold ~ - .  .. ~ -year(s); then 
Q Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other lSpecifyl 

~~ 

Thes uctic Ply a l l  pric md future accumulations of the series. 

.-_ 
&ncy-He@I!%ignee~ 

Recommendations in para- 
graph 12 are approved. 
( I f  disapproved, attach letter 
,f explanation.) cretary of StaWDesignee 

Attorney GeneraVDesignee 

. ~ -.__- 


